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Warning: This application is designed for sensitive unclassified personnel information only. Do NOT enter classified information in this system. Unauthorized
release of classified information is a violation of law and may lead to prosecution.

From the Main Page, you can create, update and view your Performance Plans; view and print part or an entire plan after it is created; and track the status of a plan. You can also search for completed plans by selecting the "Show Completed Plans/Appraisals’ link located at the bottom of this page
To create a Performance Flan: To complete other actions described above:

+ Select 'Choose a Plan Type'

+ Select an option from the Action column
+ Select Appraizal Plan Type

+ Select the 'Go’ button
+ Select the 'Go’ button

Important: To become familiar with the columns, select the "Need Help?' link.

Appraisals of Davis, Alisha E

Create New Plan

—Choose a Plan Type— Go
Records Displayed 10[v] | I 2 (5 £& v [
Employee Name - Current Owner - Rating Official Name - Appraisal Year -~ Appraisal 1D = Plan Approval Date -~ Type =~ Plan Status =~ Current Status = Action
Davis, Alisha E Davis, Alisha E Dalager, Darrel M 2018 31389 07-Aug-2017 DoD Approved Frogress Review Completed Update

The Current Status should reflect Plan Approved or Progress Review Completed.

Make sure the Action column says update, then click the GO button.



Click on the Annual Appraisal tab and scroll down to the bottom.
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The area for employee input is under the element narrative. You may expand the “Show My Journal” area if you have been using to record
accomplishments. You can then copy and paste into the input area. If not, you can simply start typing.
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After completing your employee input, hit “Go to Next Performance Element.” Once you completed all entries, hit “Save and Continue.”



After completing your employee input, you'll need to transfer the plan to your rating official for them to enter their assessment and rating.

Choose the drop down option and select “Transfer to Rating Official.” Click GO.
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Employee Information

Employee Name Davis, Alisha E
P Show Employee Details

This screen allows you o view approval andfor communication siaius of your annual appraisal and, if available, acknowledge receipt of annual appraisal.

» Select Show All Details link to see approval and/or communication information (date, methed, etc.) and Hide All Details link to collapse all steps.
+ Select > icon under Details column to see approval and/or communication information for each step and select - icon to collapse step.

+ Select Acknowledge Receipt button under Action column for Step 4, if available.

» Select Save and Go Back button at bottom right corner to go back to Assessments and Ratings page

For additional guidance, select Need Help?

Hebarym
Show All Details | Hide All Details

Details Tasks
> Step 1: Rating Official - Request or Document Higher Level Review (if required)
> Step 2: Higher Level Reviewer - Review (if required)
> Step 3: Rating Official - Document Communication to Employee
> Step 4: Employee - Acknowledgment

Not Started

Not Started

Not Started

Not Started

— Choose an Action —
Change Rating Official or Higher Level Reviewer
Transfer to Rating Official

Track Progress
Return to Main Page

Save and Go Back



You can choose to write a message to the rating official or leave it blank. Click on either “Transfer to Rating Official without Email Notification” or

“Transfer to Rating Official with Email Notification”
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